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Overview:  Actions remain in your Inbox for 30 days.  After 30 days Actions are automatically moved to your Archive 
tab.  This procedure allows you to review your Archives within a given date range. 
 
1. Open your FermiWorks Inbox. 

 

2. Click the Archive tab. 

 

3. Click the Gear. 
 

4. Click View More Processes. 
 

 
 

5. Enter a Start and End Date.  Since Actions only stay in your Inbox for 30 days, you can view all of the Actions you 
completed and have been automatically removed from your Archives tab.  In this example, 8/1/2014 is the Start 
Date and 8/30/2014 is the End Date. 
 

 



  FermiWorks 
Search Inbox Archives 

9.17.14 
 

Page 2 of 2 

6. Click OK. 
 
The Actions processed between the date range entered display. 
 

 
 

7. Click any Business Process to view the details. 

 

8. Click the Process tab to see the current status of the Business Process. 

 

9. Scroll through the table to see the process status. 

 

10. Click your Inbox to return to it or click the Workday logo to return to the FermiWorks Home page. 


